












Today, the term “information technology” has described to encompass many 
aspects of computing and technology, and the term is more recognizable than 
ever before. The information technology area can be quite large, covering many 
fields. IT professionals perform a variety of duties that range from installing 
applications to designing complex computer networks and information 
databases. A few of the duties that IT professionals perform may include data 
management, networking, engineering computer hardware, database and 
software design, as well as the management and administration of entire systems.  
 
Approach 
This book aimed primarily for students who will be taking subject related to this 
field. It provides the student with introduction to the computer with the basic 
application software including Microsoft Office Word, Microsoft Office Excel, 
Microsoft Office Power Point, Microsoft Office Access, Adobe Photoshop and 
Adobe Dreamweaver. The hands-on practice is to equip the students with a 
basic range skills required for using computer applications. 
 
Chapter Layout 
Each chapter begins with a list of objectives. These include the important 
concepts to be mastered within the chapter. Extensive self review questions are 
included at the end of chapter for self study. They provide the student with a 
chance to build confidence with the lab exercises. This book contains 10 
chapters includes Chapter 1: Computer Hardware, Chapter 2: Operating system, 
Chapter 3: Web Browser, Chapter 4: Word Processing Software,  Chapter 5: 
Spreadsheet Software , Chapter 6: Presentation Software , Chapter 7: Database 
management Software , Chapter 8: Photo Editing Software , Chapter 9: 
Hypertext Markup Language (html) , Chapter 10: wysiwyg HTML Editor. 
iv 
  
Table of Contents 
Chapter 1: Computer Hardware - 1 
1.1 Input Device --------------------------------------------------------------------- 2 
1.1.1 Keyboard ------------------------------------------------------------------------- 2 
1.1.2 Mouse ----------------------------------------------------------------------------- 3 
1.1.3 Floppy Drive -------------------------------------------------------------------- 4 
1.1.4 CD Drive------------------------------------------------------------------------- 4 
1.1.5 Scanner --------------------------------------------------------------------------- 5 
1.1.6 Microphone ---------------------------------------------------------------------- 6 
1.2 output Device -------------------------------------------------------------------- 6 
1.2.1 Computer Display Monitor--------------------------------------------------- 6 
1.2.2 Computer Speaker-------------------------------------------------------------- 7 
1.2.3 Computer Printer --------------------------------------------------------------- 7 
Self-Review Questions - 9 
Chapter 2: Operating system - 11 
2.1 Windows XP -------------------------------------------------------------------- 12 
2.1.1 Desktop -------------------------------------------------------------------------13 
2.1.2 Taskbar --------------------------------------------------------------------------14 
2.1.3 Start Button ---------------------------------------------------------------------14 
2.1.4 Windows Explorer ------------------------------------------------------------16 
 Self-Review Questions - 17 
Chapter 3: Web Browser - 21 
3.1 Web Browser -------------------------------------------------------------------- 22 
3.2.1 Starting the IE------------------------------------------------------------------23 
3.2.2 Change proxy settings in Internet Explorer ------------------------------24 
3.2.3 Surfing the web ----------------------------------------------------------------25 
3.2.4 Setting Up The Default Homepage ----------------------------------------25 
3.2.5 Internet Explorer favourites-------------------------------------------------26 
3.2.6 Finding the information on the Internet ----------------------------------27 
3.2.7       Create New email -------------------------------------------------------------30 
Self-Review Questions - 32 
v 
  
Chapter 4: Word Processing Software - 35 
4.1 Microsoft Office Word -------------------------------------------------------- 36 
4.1.1 Opening Microsoft office Word -------------------------------------------36 
4.1.2 Title Bar -------------------------------------------------------------------------38 
4.1.3 The Menu Bar -----------------------------------------------------------------38 
4.1.4 The Ruler -----------------------------------------------------------------------39 
4.1.5 Viewing the toolbars ---------------------------------------------------------41 
4.1.6 Status bar -----------------------------------------------------------------------41 
4.1.7 Making a New Blank Document -------------------------------------------42 
4.1.8 Document View ---------------------------------------------------------------43 
4.1.9 Text Area -----------------------------------------------------------------------44 
4.1.10 Saving a Document -----------------------------------------------------------44 
4.1.11 Exiting Word ------------------------------------------------------------------45 
4.1.12 Opening a Document --------------------------------------------------------46 
4.1.13 Page Setup ----------------------------------------------------------------------47 
4.1.14 Formatting Text Characters -------------------------------------------------47 
4.1.15 Bullets and Numbering ------------------------------------------------------48 
4.1.16 Header and Footer ------------------------------------------------------------51 
4.1.17 Create a document Template -----------------------------------------------51 
4.1.18 Inserting a table ---------------------------------------------------------------53 
4.1.19 Formatting cells ---------------------------------------------------------------54 
4.1.20 Merging cells -------------------------------------------------------------------55 
4.1.21 Viewing the Drawing Toolbar ----------------------------------------------56 
4.1.22 Inserting Shapes ---------------------------------------------------------------57 
4.1.23 Formatting Shapes ------------------------------------------------------------58 
4.1.24 Word arts -----------------------------------------------------------------------59 
4.1.25 Inserting Images ---------------------------------------------------------------60 
4.1.26 Rotating objects ---------------------------------------------------------------60 
4.1.27 Apply multi-columns format. -----------------------------------------------61 
4.1.28 Line spacing --------------------------------------------------------------------62 
4.1.29 Section breaks -----------------------------------------------------------------62 
4.2 Star Office ----------------------------------------------------------------------- 63 
4.3 Lotus Word Pro ---------------------------------------------------------------- 63 
Self-Review Questions - 64 
Chapter 5: Spreadsheet Software - 65 
5.1 Microsoft office Excel -------------------------------------------------------- 66 
5.1.1 Creating a Workbook ---------------------------------------------------------66 
5.1.2 Moving Between Cells in Worksheet --------------------------------------68 
5.1.3 Entering Data Into A Cell ---------------------------------------------------69 
5.1.4 Editing Content In Cell ------------------------------------------------------69 
vi 
  
5.1.5 Setting Column Width --------------------------------------------------------70 
5.1.6 Formatting Cells ---------------------------------------------------------------71 
5.1.7 Merging Cells -------------------------------------------------------------------73 
5.1.8 Using Border -------------------------------------------------------------------73 
5.1.9 Cell Color -----------------------------------------------------------------------74 
5.1.10 Using Template ----------------------------------------------------------------75 
5.1.11 Creating a template -----------------------------------------------------------76 
5.1.12 Reference Operators ---------------------------------------------------------77 
5.1.13 Functions -----------------------------------------------------------------------77 
5.1.14 Logical Function – CountIF ------------------------------------------------80 
5.1.15 Creating Charts ----------------------------------------------------------------83 
Self-Review Questions - 85 
Chapter 6: Presentation Software - 87 
6.1 Microsoft Office Power Point ----------------------------------------------- 88 
6.1.1 Start Using Power Point -----------------------------------------------------89 
6.1.2 Creating New Presentation Using Design Template (First Slide) ----89 
6.1.3 Inserting New Slides (Second Slide) ---------------------------------------91 
6.1.4 Entering Text ------------------------------------------------------------------92 
6.1.5 Inserting Clip Art (Third Slide) ---------------------------------------------92 
6.1.6 Inserting Images (Fourth Slide) ---------------------------------------------93 
6.1.7 Previewing the Slides ---------------------------------------------------------94 
6.1.8 Importing Graph from Excel (Fifth Slide) -------------------------------94 
6.1.9 Using Colour Schemes (Sixth Slide) ---------------------------------------96 
6.1.10 Setting Animation (Fourth Slide) -------------------------------------------97 
6.1.11 Setting Animation Effects ---------------------------------------------------99 
6.1.12 Slide Transition -------------------------------------------------------------- 100 
6.1.13 Using Action Button -------------------------------------------------------- 101 
Self-Review Questions -  102 
Chapter 7: Database management Software - 103 
7.1 Microsoft Office Access ----------------------------------------------------- 104 
7.1.1 Creating a New Database -------------------------------------------------- 104 
7.1.2 Creating A Student Table -------------------------------------------------- 105 
7.1.3 Defining Primary Key ------------------------------------------------------ 106 
7.1.4 Design View and Data View ---------------------------------------------- 107 
7.1.5 Entering Data into Table (Data View) ---------------------------------- 107 
7.1.6 Creating A Form------------------------------------------------------------- 108 
7.1.7 Using a Form ----------------------------------------------------------------- 110 
7.1.8 Entering Data ---------------------------------------------------------------- 110 
7.1.9 Creating A Report ----------------------------------------------------------- 111 
vii 
  
7.1.10 Editing the Report ------------------------------------------------------- 113 
Self-Review Questions - 115 
Chapter 8: Photo Editing Software - 117 
8.1 Adobe Photo Shop ------------------------------------------------------------ 118 
8.1.1 Navigating Through Adobe Photoshop -------------------------------- 118 
8.1.2 File Types in Photoshop --------------------------------------------------- 118 
8.1.3 The Lasso Tool -------------------------------------------------------------- 119 
8.1.4 Inserting Text ---------------------------------------------------------------- 121 
8.1.5 Changing Image Colors ---------------------------------------------------- 122 
8.1.6 Creating Buttons ------------------------------------------------------------- 125 
Self-Review Questions - 129 
Chapter 9: Hypertext Markup Language (HTML) -  131 
9.1 HTML Text Editor----------------------------------------------------------- 132 
9.1.1 Creating your first HTML document using Notepad ---------------- 132 
9.1.2 Viewing your first HTML document in an internet browser ------- 133 
9.1.3 Basic HTML Structure ----------------------------------------------------- 134 
9.1.4 Changing the Background ------------------------------------------------- 135 
9.1.5 Text Formatting ------------------------------------------------------------- 135 
9.1.6 Inserting Images ------------------------------------------------------------- 138 
9.1.7 Hyperlink---------------------------------------------------------------------- 139 
9.1.8 Tables -------------------------------------------------------------------------- 141 
Self-Review Questions - 146 
Chapter 10: WYSIWYG HTML Editor - 147 
10.1 Adobe Dreamweaver------------------------------------------------------ 148 
10.1.1 Navigating Through Dreamweaver ---------------------------------- 148 
10.1.2 Inserting Images into a Web Page ------------------------------------ 149 
10.1.3 Inserting a Rollover Image --------------------------------------------- 150 
10.1.4 Inserting and Formatting Text ---------------------------------------- 151 
10.1.5 Inserting Hyperlinks ----------------------------------------------------- 152 
10.1.6 Using Layers -------------------------------------------------------------- 152 
10.1.7 Inserting a Flash Button ------------------------------------------------ 152 
Self-Review Questions - 154 
 

